
OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY 

RECOROS MANAGEMENT OlVlSiON 

PPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTlONS: See Publicatipn No. 76--RM-! for instructions on completing th is  form. Forward signed atiginal :o 

aooiicanon Oatr 

! 3/4/83 
Georgia Ports Authority Amlication Number 
Operations Division, Operations Control 
Post Office Box 2406 
Savannah, Georgia 31402 

! 103 

' 3. Oritas ot Series 
; Exl ie3  Latee 

. 1976 I To Dat 

,. lilV.3 1 - -  
~ 2. RlwntoContact W M n g  Title Telephone Number 

5. Rea~ds S u k s  Xt le  (followed by ride used in office; if different) 

Railroad Docume ntation File 

Sandra Jones 
t- 

i 3. Action Requested 

I 7. RIcord Serbs Description $ h i s  f i le contains the following documents (include form numbenmd titles, !f any): 

I Oocumenu retating to: 

1 lnduded are: 

I 
i 

Attach samples of the file. 
Activities of the Railroad Field Office. 

Preliminary interchanges, final interchanges, railroad worksheets 
(conductor), switching'orders (outbound), invoices, claims, 
correspondence, switching settlements, car record, per diem, 
reclaims, edit list, cross-town switches, monthly car report (recap), 
weekly car report, special equipment reclaim worksheets, junction 
settlements (Colonel's Island) and conductor worksheets. 

I 
File is arranged: varies 

i 
8. Monthly Reference Rare How often are records referred io which are: 

15 

i 

i 

1 One to six monthsold ; Seven to twelve months old ; Thirteen to twenty-four months old 
twenty-five months and older-? 

Letter-size drawers ; Legal-size drawers ; Shelves - ; Other (specify) 
Rate of Accumulation of R a n a r b  20 

- ~- - low) 'An-5-77: Rev. 76 -~ 
> 



. .  

11. RItamian Requ.inmmnts The foltowing requires tho series to ix kept: 

y=n. . 1. ~uhitpcr iod years. 

years. 

4 a. State Law 
b. Statute of limitation years. e. Administrative need - 7 v c a r s .  . 
r F?deral law ~ ~~ 

~~ - -~ -~ -__year,, f. Frderal reoention instructions . ~~ 
~~ ~~ .~ ~ ~ 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

O f f i c e  reference requlrements , 

.. 

- 
12. Aoomved Disposition Instruedona This agency recommends that the file series k cut ott  a t  thc end of cacti: 

fl Calendar Year; El fiscal year: 0 Other then, 

!3 Hold in the Qurent files area 

0 Transfer to State Rewrds Center; hold year(s); then 
9 Oemoy. 
0 Transfer to State Archives for permanent retention. I 

0 Other (Speciryl 

m o n t h ( r l 1  yeads); then 
Transfer to local holding area, hold 6 yearts):ttwn 

These inmuetions apply to a l l  prior and future accumulations of the series. . 
-.- 

Agency HesdlOesignea iS;qnatvnl Date I Reegrds Management Offiwr (S;gnafud Date 

Reammendations in para- 
paph 12 are aoproved. 
flf disappmved. artad, letter 
a f  explanati0n.l 

. .  . ~ . .  .. . . . .  7 . 


